
Nebraska State Purchasing Bureau 



 A precise description of the physical or 
functional characteristics of a product, service 
or combination. 

 A description of what the end user seeks to 
buy and what a bidder must respond to in 
order to be considered for award of contract 
or purchase order. 

 Good, clear and appropriate specifications are 
key to getting the best value for the State and 
the best product/service for the end users.  



 To ensure a fair, open and competitive bid 
process.  

 To obtain quality products and services at the 
best price within the parameters of applicable 
laws, rules, and regulations. 

 Well written specifications streamline the 
procurement process, while poor 
specifications cause unnecessary delays and 
can result in protests, the acquisition of 
goods that do not meet the needs of an 
agency, or the necessity for a rebid. 



 1. Brand Name 
 Cites the brand name, model number or some 
 other designation that identifies a specific 
 product to be offered exclusive of others.  
 This should be used rarely.  It may be 
 necessary to utilize this type of specification 
 when the original equipment manufacturer 
 may be the only producer of a part within a 
 larger system. Competition is among 
 suppliers of the named product.  However, 
 using agency must provide written 
 justification for the need (Restrictive   
 Memo). 



 2. Acceptable Brands (Qualified Products List) 
Qualified products that have been examined and tested and 
have satisfied the applicable qualification requirements.  
During the competitive bid process using Acceptable Brands 
restricts competition to those products only on the 
Acceptable Brands list. 
  
It is expected that the agency provide the protocol by which 
suppliers may submit products for testing  (and possible 
inclusion in the Acceptable Brands list) in the specifications.  
  
Testing can take time; some products require testing 
throughout the different seasons to determine whether the 
product will work in in different types of weather, or will 
perform functionally over a usage cycle.   



 3. Design Specifications 

 Design specifications describe 
 dimensional and other physical 
 requirements of the item to be purchased.  
 In other words, how the products is to be 
 fabricated or constructed.  Typically this 
 type of specification is used in public 
 contracting for buildings, highways, and 
 other public works. 



 4. Brand Name or Equal (Equivalent) 
Specifications generally should not be written 
indicating a brand name(s).  It is best practice  for 
the specification to identify the features needed in 
a product or the performance required of the 
product.  This type of  specification invites 
competition among several vendors or 
manufacturers across the marketplace.  This is the 
most commonly  used type of specification.  Bids 
are then evaluated for equivalency  based on 
written specifications with the State making the 
determination on equivalency.  



 5. Performance Specifications 
Performance Specifications state the function 
that a using agency is trying to achieve.  The 
specification states what the using agency 
needs the product to do and asks the vendor to 
demonstrate that its product qualifies.  A 
performance specification is less concerned 
about how a product is made and more 
concerned about how well it performs and at 
what cost.  















If the using agency doesn’t know what’s available in 
the marketplace, they have a couple of options to 
find or solicit information: 
 

1. Conduct a Request for Information (RFI) 

2. Research the Internet 

3. Product information from the industry 

4. Information from other federal, state and local 
governments 

5. Contract with a company to write the specifications (if 
this option is utilized, the company hired cannot 
participate in the bid process). 



 If using trade industry specifications review all information 
and select the most important features required for the 
product needed.  Do not use words like “unique” or any 
trademark symbols. 

 Ensure specifications contain enough detail for the vendor 
to understand the using agency’s needs. 

 Specifications should contain enough detail to differentiate 
the level of quality or performance required. 

 Use minimum and maximum specification (range) 
requirements 

 If an item must fit within a certain space, this must be 
included in the specifications as a requirement. 

 If weight is an important factor indicate the acceptable 
range with minimum and maximum requirements. 

 Delivery, warranty, or training requirements should be 
clearly identified in the specifications. 



 Does the equipment being bid have to be compatible 
with any existing equipment? If so, provide this 
information in the specification, including brand and 
model number to which the equipment must match or 
with which it must be compatible. 

 Indicate if instructional or service manuals are needed. 
 Specifications should clearly state packaging 

requirements, size, type of finish, etc.  
 If installation is required, provide details on what is 

expected of the contractor. 
 If the bid includes maintenance, define the extent of the 

service, parts, labor, travel, service hours that are 
required.  Request a reasonable response time rather 
than indicate how close the vendor must be located 
physically. 



 Do not make a characteristic a mandatory 
requirement if it is not an important function of 
the equipment being requested. 

 Is the vendor to submit literature, proof of 
training, certificate of insurance, etc.?  Allow 
these items to be submitted upon written request 
after the bid opening, but prior to award, so 
there is no limit to competition. 

 Reminder:  An agency cannot review a bid on 
criteria that was not part of the specification.  For 
example, optional equipment or components will 
not be considered as a basis for an award. 



 1. Life Cycle Cost 
◦ If considering use of life-cycle costing as an award 

consideration, this must be written into the 
agency’s bid specifications. 

◦ Life Cycle Costing considers evidence of expected 
life, repair and maintenance costs, and energy 
consumption on a per-year basis. 

◦ Most commonly specified for vehicles, some types 
of heavy equipment and/or road/highway 
equipment. 



 2. Equipment 
◦ If the purchase if for equipment, has the agency 

considered the warranty, programming and 
installation of the equipment?  Has this been 
included in the specifications? 

◦ If there is installation, agency should include 
requirements for a certificate of insurance in the 
specification.  

◦ The insurance certificate should be made in the 
name of the State of Nebraska-State Purchasing 
Bureau 



 3. Is a site visit or pre-bid conference 
necessary? 
◦ May be necessary if there is installation of 

equipment, so vendor can view the area where 
installation will take place, etc. 

◦ Is site visit mandatory or optional? 
◦ Need sign in sheet to verify attendance of vendors, 

especially when the site visit requires mandatory 
attendance. 

◦ If site visit is mandatory, vendors must understand 
they must have representation for their company at 
the site visit or they will not be considered for an 
award. 



 4. Is training required? 
◦ If so, need to include in the specifications.  Include 

travel policy language in the specifications. 

◦ Specify type of training (webinar, telephone, on-
site, off-site at vendor location, another location) 
include duration (days, hours) 

◦ Should be listed as a separate line item(s) 



 5. Is agency using Master Lease for the 
purchase? (See State Accounting website for 
specific details on the master lease program) 
◦ Initial work with State Accounting 

◦ Indicate on the requisition that equipment will be 
purchased using Master Lease. 

◦ Upon award agency should finalize any necessary 
documentation with State Accounting. 



 6. Is this for a contract? 
◦ What is the initial contract period? Are there 

renewal options? (Example: Initial two (2) year term 
with three (3) one year renewal options) 



 Previously issued ITBs and/or RFPs can be helpful when 

creating new specifications. However, be aware that  product or 

market changes may have occurred since the example was created, which in 
turn may alter the provisions that should be included. Always check the SPB 
website for the most current template or boilerplate. 

 Request for Information process (RFI) 

 Google search –the ability to compare products 

 Search others states’ sites  

 Good specification creation may be the single most important 
factor for obtaining the best desired results for any 
procurement project.   

 No one buyer (or agency user) can be an expert on every 

single type of good or service encountered.  Keep an open mind 

about new products or services.  



 Agency MUST have at least three different 
brands, makes or models that will satisfy the 
needs.  This will result in maximum 
competition and the best pricing. 

 Utilize your resources (i.e. websites) and 
compare specifications to get your range 
(minimum/maximum) requirements to fill out 
your specifications 



 Don’t allow your agency to fall into the trap 
of preferring one manufacturer’s product 
over another just “because.”   

 Ask questions of your stakeholders when the 
specifications seem too restrictive, are written 
virtually word-for-word from a “preferred” 
item’s spec sheet, or the specifications have 
not been updated in several years.  

 We are spending state dollars, not private 
dollars – the best value may not be 
someone’s “favorite” brand/model! 



Standard Terms & Conditions 

Special/Additional Terms & 

Conditions 

Technical Specifications  



YES NO NO & PROVIDE 

ALTERNATIVE 

1. MOUNTING 

  

  

  

    A.  Unit shall be capable of towing by a truck with gross 

vehicle weight (GVW) 10,000 or more 

      B.   All mounting hardware must be included 
      C. Mounting attachments shall be flush with the   

outside ends of the truck dump box 

      D.  Unit shall be able to be installed or removed from 

an industry standard minimum 20 Ton Pintle Hook 

with common trailer position, including trailer safety 

chains in three (3) minutes or less 

NOTES/COMMENTS: 



YES NO NO & PROVIDE 

ALTERNATIVE 

1. MANUALS 

  

  

  

    A. Operator’s manual must accompany each unit 

delivered. 

      B. Equipment shop repair manual must accompany 

each unit delivered, if available. 
      C. Equipment parts manual must accompany each unit 

delivered, if available. 

      D. All manual(s) must be furnished prior to payment 

and delivered to Fleet Management.  Failure to 

deliver all manuals that are ordered may result in 

non-payment of ten percent (10%) of purchase 

order total until all manuals are delivered. 

NOTES/COMMENTS: 



YES NO NO & PROVIDE 

ALTERNATIVE 

1. MISCELLANEOUS 

  

  

  

    A. The Bidders will submit with their proposal a list of 

any special tools they will furnish with each item. 

      B.  Dealer’s decals, stickers or other signs shall not be 

affixed to units; manufacture’s name plates, 

stamping and other similar signs are acceptable. 

  

NOTES/COMMENTS: 



 Below is from an Omaha/Douglas County 
current bid: 

 

A good 
example of 
a Scope of 
Work 



Note that a Performance Spec is aimed at 
the desired outcome and is not restrictive 
to the type of equipment used. 



Nebraska State Purchasing Bureau 



 To consolidate all the necessary terms, 
conditions and clauses that afford the State 
maximum protection for contracts and one 
time purchases $25,000 or greater. 

 To standardize procurement processes 
between services and commodities as much 
as practical. 



Cover Page 



 Glossary of Terms (ensures standard 
definitions are stated for bidding vendors) 

 I: Scope of the Invitation to Bid  
 II: Procurement Procedures 
 III: Invitation to Bid – Terms and Conditions 
 IV: Scope of Work 
 V: Invitation to Bid- Technical Specifications 
 Form A – Bidder Contact Sheet 
 Form B- Notification of Intent to Attend Pre-

Bid Conference (Optional) 



The Agency does not need to fill out anything on the 
Glossary unless they have specific terms (such as 
something unique to their agency or unique to the good 
being procured) that require definition.  



The Agency fills out: 
• The description of goods to be provided (see yellow 

highlight) 
• May fill out the desired contract period for initial term 

and renewal options. 
SPB fills out: 
• The Invitation to Bid number 



 

 This will be filled out 
by SPB 

 

 Insert product 
description in this 
space 



The Agency does 
not need to 
complete the 
Schedule of 
Events; SPB 
buyers will work 
with the agency 
to set a schedule. 
 
The need for a 
pre-bid 
conference is 
optional and can 
be discussed 
between the SPB 
buyer and 
Agency. 



 The Schedule of Events 
section will be filled out by 
SPB and Agency collaborating 
before ITB releases 

 

 Written Questions and 
Answers section will be filled 
out by SPB 



The Agency should 
complete the 
description of the 
goods to be procured 
 
SPB will complete the 
Buyer Name  
 
The only optional 
clause in Section II is 
E. Pre-Bid 
Conference, which is 
optional. Agency may 
delete that clause if 
there will not be a 
Pre-Bid Conference. 



 All clauses in Section II Procurement 
Procedures are mandatory, with the exception 
of E. Pre-Bid Conference. 

 Agencies should not delete or alter any other 
clauses within Section II Procurement 
Procedures, with the exception of the Pre-Bid 
Conference, if agency determines this isn’t 
necessary. 



Agency may 
choose to 
delete 
clauses 
highlighted 
as optional. 
 
The 
Accept/ 
Reject 
Table is for 
the bidding 
vendors 
only.   



 The Agency should 
review this 
information. These 
are the Standard 
Terms and 
Conditions that have 
been reviewed by 
legal and grant the 
state maximum 
protection. These 
MUST NOT be 
changed by an 
Agency without legal 
review. 



 Optional Clauses in Section III are needed typically 
if there is a service component to the bid. These 
are highlighted in yellow or green. 

 Agency may delete; if not, SPB will do so as needed. 

 Agencies may feel the need for a bid bond or 
performance bond, another example of optional 
clauses in this section. 



The Agency does 
should complete 
a brief 
description of the 
Scope of Work – 
that is, the good 
or service or  
combination that 
is being sought.  



This is the section 
where the  Agency 
will provide the 
specifications for 
the bid in the 
yellow highlighted 
portions. 
 
The Yes/No table 
format is for the 
bidding vendors to 
complete, as is the 
Notes/Comments  
section. 
 



 Additional Specification Tables are included 
in Section V for the agency to use as needed. 

 These “as needed” tables include: 
• Acceptable Brands 

• Energy Star Products 

• Motor Vehicle Industries Regulation Act 

• Life Cycle Cost and others 

 If these tables are not needed, based on the type of 
goods, agencies may delete. 

 Track Changes is your friend!  Do not turn it off! 



 Additional Specification Tables also include 

 Samples  
• Within the Sample table, are examples of language that 

agencies may choose or may update to meet their 
needs. 

 Performance Testing  

• If Performance Testing is used, the testing protocol is 
described so that all bidders understand how the 
goods will be tested. 



 

 These are optional clauses that Agency can delete 
or keep depending on the product you are 
ordering. Read through them and determine if 
any apply to you. 

 

 This shall be used on all Motor Vehicles 

 

 This is also an optional clause. Read through and 
see if it applies to purchase, if not, delete this or 
adjust as needed. 

 

 This is the start of the delivery clauses. Pick those 
that best suits your agency’s need and delete the 
rest. If you need to add multiple locations Agency 
can make a table with multiple addresses and 
insert it in this section. 



 This is a 
continuation of the 
delivery clauses. 
Again, read through 
and pick those that 
best suit the 
Agency’s needs. 



 If you have any specific packaging 
needed, that would go here, if not 
Agency may delete this. 

 

 This is an optional clause, if it applies 
to the purchase it may be kept, if not 
Agency can delete. If SPB feels this is 
beneficial, it will be put back in if it 
has been deleted by Agency. SPB 
strives to keep contracts open to 
political sub-divisions. 

 

 Use this Clause with Restrictive Bids 
ONLY.  Agency will know if they have 
a Restrictive Bid. 

 

 Keep this clause if you selected the 
Prices Clause 



 These are more 
optional clauses. 
Read through the 
list and if any of 
these apply to the 
purchase, the 
Agency may keep 
them, if not, delete 
them. 



 The Life Cycle 
Clause is 
applicable for 
equipment, if this 
applies to your 
purchase then 
keep this, if not, 
delete this 
clause. 



Some 
Clauses 
have varied 
choices 
embedded 
that may be 
chosen.  If 
none of 
these are 
suitable, 
Agency may 
develop a 
more 
specific 
phrasing 



Performance 
Testing 
requires a 
description 
of the testing 
methods so 
that bidders 
understand 
clearly and 
up front how 
the goods 
will be tested 
and the 
standards of 
performance 
that is 
required. 



 You will pick one of these 
clauses that best fits your 
product. If the Agency is 
trying to buy something 
that doesn’t have related 
items of need, then the 
Prices clause would be the 
best clause.  

 If the items the Agency is 
purchasing may change or 
additional related items 
may be needed, then the 
Core & Catalog Clause 
would be deemed 
appropriate and should be 
used to obtain the best 
value. 

 



 This is a continuation on 
the Core and Catalog 
Clause. If the Agency is 
using it, it should be 
filled out properly. Core 
Lists are the most 
frequently purchased 
items and Non-Core Lists 
include items that are 
purchased, but not as 
often. Non-Core items 
will be given a 
percentage off of their 
catalog price, where as 
the Core List will be a set 
rate for the duration of 
the contract. 



This is a continuation of the Core & Catalog 
Clause. If Agency is using this clause then insert 
the Category information. See example below.  

NON-CORE LIST PRICING 
Prices for Non-Core List items shall be determined by applying the quoted 
discount for the item to the manufacturer’s current catalog or price list. The 
percentage discount for the items shall remain firm for the duration of the 
contract period. Bidder must clearly state the date of the catalog or price list used 
and provide a copy of the catalog to the State Purchasing Bureau upon request. 
  
The pricing structure, consisting of all pricing formulas and pertinent information, 
for all non-core items must be clearly defined and documented for future auditing 
purposes.   
  
The percentage discount rate for Non-Core List items or categories will not 
decrease during the life of the contract.   
  
A firm percentage rate must be quoted--a range of percentages will not be 
considered.  
  
Non-Core Categories have been identified as follows: 
  
a. Inmate Boots, Sizes 12-17 Widths A through EEEE (excluding core items) 
b. Inmate Boots, Sizes 7-11 Widths A through EEEE (excluding core items) 
c. Inmate Boots, Sizes 1-6 Widths A through EEEE (excluding core items) 
d. Other Footwear, i.e., Shower Shoes, Canvas Slip On Shoes, Leather Athletic 
 Shoes and Canvas Athletic shoes, All Sizes 
e. Non-Core Styles/Types of Insoles and/or Arch Supports, per pair, All Sizes 
 



 Specification title is the category, if you are 
purchasing a vehicle, an example of the 
category would be: engine, transmission, 
brakes.  

 The A B C D boxes are for the description of 
the Specification Title. Back to the engine 
example, should have a 4 or 6 cylinder, 
would be a description that allows 
maximum competition 

 The Notes/Comments section is for the 
Vendors to fill out if they are providing an 
alternative  



 Specification title is the 
category, if you are 
purchasing a vehicle an 
example of the category 
would be Engine.  

 The A B C D boxes are 
for the description. Back 
to the engine example, 
should have a 4 or 6 
cylinder, would be a 
description 

 The Notes/Comments 
section is for the 
Vendors to fill out if they 
are providing an 
alternative  

 
 



 Continue to fill out 
the Specification 
boxes as needed. If 
you need more space, 
feel free to use the 
tools and add another 
table or more rows as 
needed 

 

 Agency does not need 
to do anything with 
the Secretary of State 
Registration 
Requirements on this 
section 





 

 Research, research, research 

 Remain Open to the Marketplace 

 Describe any limitations in terms of an 
acceptable range whenever possible 

 Maintain an “enquiring” mindset 

 The Internet can be very helpful – consider 
researching other states’ solicitations and/or 
searching for trade associations for basic 
information 

 





 Trade Associations – Wikipedia 
has a list of all industry trade 
groups in the United States 

https://en.wikipedia.org/wiki/List_of_industry_trade_groups_in_the_United_States 

Looking for 
information on 
plastics?  Try the 
American Plastics 
Council  



 SPB website has ITB’s housed for review. Even 
if the item is not exact to your needs, 
reviewing the documents may give good 
ideas –example, specifications for installation 
or training. 



 Scope of Work 









Anatomy of An ITB 



Anatomy of An ITB 



Anatomy of An ITB 



 SPB will always be willing to talk through your 
questions and concerns 

 Planning is important- complicated 
procurements take coordination between all 
parties 

 Remain open to the marketplace 

 Our door is always open – we can schedule a 
time to review the specification and discuss 
together.  This is virtually always beneficial to 
all of us! 



From all of us at State Purchasing Bureau  

 

 

 

THANK YOU FOR YOUR 
PARTICIPATION TODAY! 

 

 


